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Part One: Maintaining a Healthy Summer 

Preparation for Summer: 

¶ Designate a team consisting of both Healthcare Supervisors (HCS) and administrative 

staff responsible for answering questions and concerns from participants, parents/legal 

guardians, and staff. 

¶ Inform relevant local public health authorities (Board of Health) of planned program 

operations schedule. 

¶ Prepare relevant posters and signage from the Centers for Disease Control and 

Prevention (CDC) and Needham Department of Public Health and post in appropriate 

places where intended audiences can be reached. Examples include: 

o COVID-19 information 

o Hand washing 

o Cough etiquette 

o Symptoms associated with COVID-19 

o Stop the spread of germs 

o Physical distancing 

¶ Prepare communication platforms, such as websites, social media (Facebook, Twitter, 

and Instagram), and automated text messaging to communicate information to 

participants, parents/legal guardians, staff, etc. 

¶ Parent packet with include COVID-19 Pre-screening questionnaire/waiver to be sent to 

families prior to the start of program. 

 

Step 1: Daily Health & Wellness Check/Participant & Staff Screening 

¶ Documentation for parents/legal guardians of participants will be sent out prior to 

program to explain rules and guidelines for participants to follow (parent packet). 

¶ A self-screening station will be available for the Town of Needham program 

employees. 
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¶ A COVID-19 Pre-screening questionnaire to be provided to families via email or 

presented by program staff during drop off. 

o Self-screening for the presence of symptoms (fever of 100° F or greater, cough, 

shortness of breath, diarrhea, fatigue, headache, muscle aches, nausea, loss of 

taste or smell, sore throat, vomiting, etc.) within the past two weeks. If a staff 

members screens at 100° F they must immediately leave the premise and notify 

their supervisor. 

o Determining if, within the past two weeks, the individual has traveled outside of 

New England, New York, and/or New Jersey. 

o Determining if the individual has ben in close contact with a person who has 

been diagnosed with, tested for because of COVID-19. 

¶ At the beginning of the program session, there will be small group trainings and 

demonstrations on behaviors and precautions participants should abide by to prevent 

the spread of COVID-19, including: 

o How and when to effectively wash and sanitize hands (These will be provided on 

site) 

o How to practice physical distancing in various settings 

o Which symptoms to look out for and when to report them and to whom. 

o When to stay home 

o Coughing/sneezing etiquette 

o No hugs/physical contact (hand shaking, physical distancing, etc.). 

o Other program specific policies or guidelines 

¶ Ongoing screenings will be conducted daily 

Step 2: Maintaining Healthy Operations 

¶ Cleaning and Disinfecting Procedures ï Please see Guidelines for Daily Cleaning and 

Disinfecting Buildings. 

¶ A daily cleaning log will be provided to each group. 
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¶ Program will be held outdoors to minimize potential exposure to participants and staff. 

¶ If indoors is necessary, HVAC systems, portable fans, and operable windows will 

maintain good air circulation within the program buildings throughout the summer 

season. 

¶ Good practice: Cleaning and disinfecting of shared items between uses. 

¶ Best practice: Assigning items where possible to reduce the quantity of items shared. 

Also cleaning and disinfecting of shared items between uses. 

Step 3: Maintaining a Healthy Environment 

Encourage social and/or physical distancing through increased spacing, small groups, no 

mixing between groups, and staggered scheduling, arrival, and drop off. Masks will be 

required. 

¶ Social distancing of 6 feet between all participants and staff will be required as well as 

groups of no more than 10 participants and 2 staff for a total of 12.  

¶ All participants and staff will remain in their assigned group for the duration of the 

session to reducing mixing of groups. 

¶ Designated drop off and pick up locations will be assigned prior to the start of the 

program session and will remain in place for the duration of the program session. 

¶ Where feasible, adjust activities and procedures to limit sharing of items such as toys, 

belongings, supplies, and equipment. 

¶ Each group will be given a box at the beginning of the session with all supplies 

necessary for group use. Cleaning policies and procedures will be in place for these 

materials and are detailed below. 

Step 4: Maintaining a Healthy Staff 

All employees will be trained on health and safety protocols. 

¶ Provide training and educational material to staff. Include information on: 

o The program administrationôs responsibilities as they relate to COVID-19. 

o Workplace controls, including the use of PPE 

o Their individual roles and responsibilities as they relate to COVID-19. 

o Training about no hugs/physical contact (hand shaking, physical distancing etc.) 
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Part Two: Protocols, Policies, Guidelines 

Summer Program Protocol Drop-Off and Pick-Up 

Program Setup 

¶ Organize program into the smallest practical group sizes up to 10 and will keep groups 

consistent throughout the program. 

¶ Organize participants and counselors into groups that work and play together. 

¶ Each group will not be mixing with other groups for programs or activities, as physical 

distancing and use of face coverings will be enforced. 

¶ To the extent possible, have larger gatherings be constructed of the same groups of 

smaller groups. Note that group sizes must still with state and/or local requirements for 

proper staff to participant ratio and minimum staffing requirements (10:2). 

¶ Consider assemblies such as gyms in consistent larger assemblies of groups with 

appropriate physical distancing. 

Send communications to parents/guardians that assign each participant their drop off time 

and/or area. Explain the purpose of the area and encourage them to: 

¶ Minimize the time they take saying goodbye to allow for the continual flow of traffic. 

¶ Say goodbye close to or inside their vehicles. 

¶ Maintain physical distance with other parents/guardians and participants. 

¶ Wear a cloth face mask when exiting the vehicle. 

¶ Individuals who are at higher risk for severe illness per CDC guidance should not drop 

off or pickup participants. 

Participant and Staff Drop-Off 

¶ Allow for participants and staff to wash hands with soap and water for 20 seconds or 

use alcohol-based hand sanitizer containing at least 60% alcohol upon entry to the drop 

off area. 

¶ Participants will be offered staggered or designated areas for drop off and pick up. 

Participant and Staff Pick Up 

¶ Create a pickup area in which groups of participants and staff are to be picked up from 

program during designated times. 
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¶ Send communications to parents/guardians that assign each participant their pick-up 

time window or location. Explain the purpose of the window and encourage them to: 

o Minimize the time they take to pick up participants to allow for the continual flow 

of traffic. 

o Stay close to or inside their vehicles, if possible. 

o Maintain physical distance with other parents/guardians and participants. 

o Wear a cloth face covering when exiting the vehicle. 

¶ Best practice: Create a system in which participants are escorted to their 

parentôs/guardianôs vehicle. 

¶ Individuals who are at higher risk for severe illness per CDC guidance should not drop 

off or pickup participants. 

Policy for Participants and Staff with Pre-existing Medical Conditions 

¶ Parents are asked to enter their childôs medical information into their Sportsman 

Account. 

¶ Program Director and Recreation staff will review all Daily Health & Wellness 

Check/Participant Screening forms before program begins. 

Those at high risk include people of all ages with underlying medical conditions, particularly 

if not well controlled, including:  

¶ People with chronic lung disease or moderate to severe asthma. 

¶ People who have serious heart conditions. 

¶ People who are immunocompromised. 

o Many conditions can cause a person to become immunocompromised, including 

cancer treatment, smoking, bone marrow, or organ transplantation, immune 

deficiencies, poorly controlled HIV or AIDS, and prolonged use of corticosteroids 

and other immune weakening medications. 

¶ People with severe obesity (body mass index [BMI] of 40 or higher). 

¶ People with diabetes. 

¶ People with chronic kidney disease undergoing dialysis. 

¶ People with liver disease. 

¶ Identify which participants are at higher risk for complications related to COVID-19, 

meet with families and encourage/support them in taking additional precautionary 
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measures including consultation with their healthcare provider to determine if 

attendance is acceptable. 

Guidelines for Participants and Staff 

Wash your hands often 

¶ Wash your hands often with soap and water for at least 20 seconds (sing ñHappy 

Birthdayò twice) especially after you have been in a public place, or after blowing your 

nose, coughing, or sneezing). 

¶ If soap and water are not readily available, use a hand sanitizer that contains at least 

60% alcohol. Cover all surfaces of your hands and rub them together until they feel dry.  

¶ Avoid touching your eyes, nose, and mouth with unwashed hands. 

Avoid close contact 

¶ Avoid close contact with people who are sick, even inside your home. If possible, 

maintain 6 feet between the person who is sick and other household members. 

¶ Put distance between yourself and other people outside your home. 

o Remember that some people without symptoms may be able to spread virus. 

o Stay at least 6 feet (about 2 armôs length) from other people. 

o Do not gather in groups. 

o Stay out of crowded places and avoid mass gatherings. 

o Keeping distance from others is especially important for people who are at higher 

risk of getting very sick. 

Cover your mouth and nose with a cloth face cover when around other 

¶ You could spread COVID-19 to others even if you do not feel sick. 

¶ Everyone should wear a cloth face cover when the have to go out in public, for example 

to the grocery store or to pick up other necessities. 

o Cloth face coverings should not be place on young children under age 2, anyone 

who has trouble breathing, or is unconscious, incapacitated or otherwise unable 

to remove the mask without assistance. 

¶ The cloth face cover is meant to protect other people in case you are infected. 

¶ Do NOT use a facemask meant for a healthcare worker. 

¶ Continue to keep about 6 feet between yourself and others. The cloth face cover is not 

a substitute for social distancing. 
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Cover coughs and sneezes 

¶ If you are in a private setting and do not have on your cloth face covering, remember to 

always cover your mouth and nose with a tissue when you cough or sneeze or use the 

inside of your elbow. 

¶ Throw used tissues in the trash. 

¶ Immediately wash your hands with soap and water for at least 20 seconds If soap and 

water are not readily available, clean your hands with a hand sanitizer that contains at 

least 60% alcohol. 

Clean and disinfect 

¶ Clean AND disinfect high touch surface areas in between use daily. This includes 

tables, doorknobs, light switches, countertops, handles, desks, phones, keyboards, 

toilets, faucets, and sinks. 

¶ If surfaces are dirty, clean them. We will be using cleaning disinfect provided to us by 

the Townôs Building Maintenance Department (i.e. Purell Professional Surface Cleaner, 

Disinfecting wipes, etc.) 

Guidelines for Daily Cleaning & Disinfecting Building 

Clean 

¶ Wear reusable or disposable gloves for routine cleaning and disinfection. 

¶ Clean surfaces using soap and water, then us disinfectant. 

¶ Cleaning with soap and water reduces number of germs, dirt, and impurities on the 

surface. Disinfecting kills germs on surfaces. 

¶ Practice routine cleaning of frequently touched surfaces. Hight touch surfaces include: 

o Tables, drinking fountains, doorknobs/handles, hand railings, light switches, 

countertops, cabinet handles, desks, phones, keyboards, toilets, faucets, sinks, 

etc. 

o Any other surfaces frequently touch by participants or staff should be cleaned 

and disinfected at least daily or, preferably, once per hour. 

o Restrooms and toilets should be cleaned and disinfected between users. 

Disinfect 

¶ Follow the instructions on the label to ensure safe and effective use of the product. 
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¶ Many products recommend: 

o Keeping surface wet for a period of time (see product label) 

o Precautions such as wearing gloves and making sure you have good ventilation 

during use of the product. 

¶ Diluted household bleach solutions may also be used if appropriate for the surface. 

o Check the label to see if your bleach is intended for disinfection, and ensure the 

product is not past its expiration date. Some bleaches, such as those designed 

for safe use on colored clothing or for whitening may not be suitable for 

disinfection. 

o Unexpired household bleach will be effective against coronaviruses when 

properly diluted. 

o Follow manufacturerôs instructions for application and proper ventilation.  

o Never mix household bleach with ammonia or any other cleanser.  

o Leave solution on the surface for at least 1 minute. 

¶ To make a bleach solution, mix: 

o 5 tablespoons (1/3 cup) bleach per gallon of water OR 

o 4 teaspoons bleach per quart of water. 

¶ Mixed bleach solutions will remain effective to use for cleaning for 24 hours. 

¶ Alcohol solutions with at least 70% alcohol may also be used. 

Soft Surfaces 

For soft surfaces such as carpeted floor, rugs, and drapes. 

¶ Clean the surface using soap and water or with cleaners appropriate for use on these 

surfaces. 

¶ Launder items (if possible) according to the manufacturerôs instructions.  

o Use the warmest appropriate water setting and dry items completely OR 

o Disinfect with an EPA-registered household disinfectant. 

¶ Vacuum as usual. 

Electronics 

For electronics, such as tablets, touch screens, keyboards, and remote controls 

¶ Consider putting wipeable cover on electronics 

¶ Follow manufacturerôs instructions for cleaning and disinfecting. 
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o If no guidance is available, use alcohol-based wipes or sprays containing at least 

70% alcohol. Dry surface thoroughly. 

Clean hands often 

¶ Wash your hands often with soap and water for 20 seconds. 

o Always wash immediately after removing gloves and after contact with a person 

who is sick. 

¶ Hand sanitizer: If soap and water are not readily available and hands are not visibly 

dirty, use a hand sanitizer that contains at least 60% alcohol. However, if hands are 

visibly dirty, always wash hands with soap and water. 

¶ Additional key times to clean hand include: 

o After blowing oneôs nose, coughing, or sneezing. 

o After using the restroom. 

o Before eating or preparing food. 

o After contact with animals or pets. 

o Before and after providing routine care for another person who needs assistance 

(e.g. a child) 

¶ Avoid touching your eyes, nose, and mouth with unwashed hands. 

 

 

 

Guidelines for Cleaning & Disinfecting Building When Someone is Sick 

Cleaning Guidelines for Building When Someone is Sick 

¶ Close off areas used by the person who is sick 

o Program will not necessarily need to close operations if we can close off affected 

areas. 

¶ Open outside doors and windows to increase air circulation in the area. 

¶ Wait 24 hours before you clean or disinfect. If 24 hours is not feasible, wait as long as 

possible. 

¶ Clean and disinfect all areas used by the person who is sick, such as offices, 

bathrooms, common areas, supplies. 
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¶ Use dedicated cleaning and disinfecting materials to disinfect a potential surface area 

(e.g. an infected participantôs desk or bin). The cleaning equipment should not be used 

to clean other areas until they are thoroughly cleaned and disinfected. 

¶ Vacuum the space if needed. Use vacuum equipped with high-efficiency particular air 

(HEPA) filter, if available. 

o Do not vacuum a room or space that has people in it. Wait until the room or 

space is empty to vacuum, such as at night, for common spaces, or during the 

day for private rooms. 

o Consider temporarily turning off room fans and central HVAC system that 

services the room or space, so that particles that escape from vacuuming will not 

circulate throughout the facility. 

¶ Once area has been appropriately disinfected, it can be opened for use. 

o Workers without close contact with the person who is sick can return to work 

immediately after disinfection. 

¶ If more than 7 days since the person who is sick visited or used the building, additional 

cleaning and disinfection is not necessary. 

o Continue routine cleaning and disinfection. This includes everyday practices that 

businesses and communities normally use to maintain a healthy environment. 

Sick Child Policy 

These guidelines have been established for the comfort and well-being of your child and 

that of other children in the program. Children who do not feel well should be at home. 

Children who become ill at program should be at home, and parents will be notified to pick 

up their child within the hour. 

 

Children will not be permitted to come to the program if: 

1. They pose a significant health risk to other children. 

2. They are feeling so poorly that they require and excessive amount of staff time or 

cannot participate in the dayôs activities. 

3. They feel so poorly that they need comfort from their parents. 
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Refunds or credits are not issued if a child misses the program due to illness. In the event 

of a severe, prolonged illness, please contact the office via email 

(parkandrecreation@needhamma.gov) about your withdrawal options. 

 

Exclusion During Disease Outbreaks 

Outbreaks in situations when one or more cases of a vaccine-preventable or any other 

communicable disease are present in program, all susceptible, including those with medical 

or religious exemptions, are subject to exclusion as described in the Reportable Diseases 

and Isolation and Quarantine Requirements (105 CMR 300 000). The reporting and control 

of diseases identified as posing a risk to the public health is prescribed by state statue and 

regulation. The Isolation and Quarantine Requirements at 105 CMR 300 establish isolation 

and quarantine requirements for cases of certain diseases and their contacts in certain 

high-risk situations, including the program setting. Program Directors will immediately 

report any case or suspected case of communicable disease or food poisoning/any other 

unusual prevalence of illness to the BOH and Department (157(B)). 

 

If participants are exposed to a serious or contagious illness while at our program, parents 

will be notified in writing during participant pick-up or as the program staff become aware of 

the situation. 

  

Guidelines for child(ren) and employees if sick 

¶ Consider if a participant or staff member needs further medical attention. 

¶ If a participant or staff member does not require further medical attention, and the 

individual is able to return home, isolate the individual until appropriate return to home 

transportation can be arranged. 

¶ Immediately inform parents/legal guardians about any potential contact their children 

may have had with suspected or confirmed cases. 

¶ Immediately inform parents/legal guardians if their childI(ren) are experiencing any 

symptoms. 

¶ Refer to the programs Communicable Disease Plan (CDP). 

mailto:parkandrecreation@needhamma.gov
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¶ See the ñSample Communicationò document for the following scenarios: 

o Your child has tested positive for symptoms/COVID-19. 

o Your child was identified as having contact with a suspected or confirmed case. 

o There are X number of cases at the program; there is no reason to believe your 

child has been in contact with these individuals. 

¶ Interview the confirmed or suspected case and begin contact tracing in coordination 

with the Needham Public Health Department, as warranted. 

¶ Maintain confidentiality; do not provide the name or any potentially identifying 

information of the confirmed or suspected case. 

¶ Regularly communicated and monitor developments with local authorities, employees 

and families regarding cases, exposures, and updates to policies and procedures. 

¶ The Needham Park & Recreation team will be communicating and the Needham Board 

of Health, staff members, and program families regarding cases, exposures, and 

updates to policies and procedures. 

¶ Regularly share participant/staff absenteeism data with local health officials if 

requested.  

¶ Notify the Needham Public Health Department of suspected and confirmed cases 

immediately. 

¶ Be ready to consult with the Needham Public Health Department if there is an increase 

in cases in the local area. 

Guidance on Activities 

Administrative ï General Guidelines 

¶ Participants and staff should wear cloth face coverings during indoor activities when 

maintaining physical distancing Is not feasible due to area limitations. 

¶ When selecting sports and physical activities, participant groups and activity cohorts 

should be determined as described in the Using Cohorts at Program section. Cohort 

groups should maintain physical distancing at activities. 

o Best practice: For all activities, groups should remain small and maintain safe 

ratios (2:10) 

¶ Ensure participants and staff practice proper hand hygiene 

o Instruct participants to wash hands with soap and water for 20 seconds before 

and after activities. 
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o Provide alcohol-based hand sanitizer containing at least 60% alcohol before and 

after activities. 

¶ All shared items and equipment should be properly cleaned and disinfected between 

use. 

o Best practice: Limit the among of shared supplies and equipment for activities by 

providing each participant with their own for the duration of program, if feasible. 

¶ Participants are encouraged to use individual refillable water bottles. 

Safety ï General Guidelines 

¶ Maintain adequate staff to ensure participant safety. Efforts to maintain physical 

distancing should not impact existing program safety protocols (e.g. First-Aid, 

cardiopulmonary resuscitation (CPR), one-on-one interactions between staff and 

participants, swimming ñbuddy systemsò, etc.) 

¶ Prepare for absence of crucial staff by developing a roster of qualified individuals who 

can fill in if staff members are sick or have to return home for personal reasons. 

¶ If emergency care is needed and physical distancing cannot be maintained, then follow 

normal program procedures and consider guidelines for first responders and victims 

from CDC, National Safety Council and American Red Cross. 

Sports Activities ï General Guidelines 

¶ Limit shared high-touch equipment and designated equipment to participants or groups, 

if feasible, for the duration of the program. 

¶ All outdoor equipment and facilities should be routinely cleaned in accordance to 

guidelines outlined in the Cleaning and Disinfecting section. 

o Best practice: Provide participants with dedicated equipment for the program 

session, if feasible. 

Á All equipment should be cleaned and disinfected immediately after each 

use. 

Á Cleaning and disinfection at the end of the day should also be conducted 

on all sports equipment. 

Wilderness/Nature Activities ï General Guidelines 

¶ Participants and instructors/staff should practice physical distancing or wear masks, if 

feasible and safe, during wilderness activities. 



 
NEEDHAM PARK AND RECREATION  
RE-OPENING PLAN ï PHASE 2 ïSUMMER PROGRAMS  

 

 14 

 

 

 

 

¶ Ensure participants and staff practice hand hygiene prior to/following any wilderness 

activities. 

o If clean, running water is not available, ensure hand sanitizer is available for use. 

¶ Consider keeping groups small and include the same participants and instructors/staff 

each day 

¶ All shared and used equipment should be cleaned and disinfected in accordance with 

proper cleaning procedures. 

Indoor Activities ï General Guidelines 

¶ Ensure enough space to accommodate staff and participants while practicing safe 

physical distancing. 

¶ Staff members and participants should wear cloth face coverings during activities 

indoors when physical distancing is not maintained. 

¶ Ensure that proper ventilation within the space by maximizing fresh air intake or natural 

ventilation via screened windows and doors. 

Creative Arts and STEM 

¶ All indoor creative arts & STEM activities should be conducted following physical 

distancing guidelines for groups and proper hygiene guidance. Consider moving 

activities outdoors if possible. 

o Best practice: limit the number of individuals to the crafts/STEM area, incorporate 

increased spacing and physical distancing, and require staff to wear masks or 

face coverings. 

¶ Keep activities together to include the same groups of participants each day and 

consider keeping the same instructor per group. 

¶ All shared and used equipment (e.g. tools, scissors, paint brushes, etc.) should be 

cleaned and disinfected between each use. 

o Best practice: designate certain equipment to individuals for the duration of 

program, to decrease the number of shared items. 

¶ Safety protocols should follow standard operating procedures with the adjustments 

outlined in the Safety section. 
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Part Three: Signs and Other Visuals 

Hygiene Guidelines 

Symptoms of COVID-19 
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Proper Hand Hygiene 
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Cough Etiquette
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Stop the Spread of Germs 
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Communicable Disease Plan (CDP) 

 


